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Creating a Sample Record

This module will explain how to create, associate contract items, enter test results and
review a sample record. Multiple tests can be associated to a sample. Each sample will
have a unique Sample ID. This module will also cover linking, copying, and revising.

ﬂ SiteManager Panel

Main Panel T b aterialz Management[+] ]
S X M
Contract D aily "Work Contractor Change M aterialz Acceszones(+)

Administration[+]  Feports(+] Fayrnemts(+] Orders(+] Management(+]

“Double-click” on Materials Management (+) located on the Main Panel.

ﬂ SiteManager Panel

td ain Fanel T

g 8 b

M atenial Contract Approved Mix Dezsign(+] EEEWEGEEGE Frocess List
Information|+] M atenalz]+)] Ligtz[+]

Testing[+]

“Double-click” on Sampling and Testing (+).

ﬂ SiteManager Panel

b ain Panel bl aterialz b anagement[+] T Sampling and Testing[+]

Find Sample Sampling &
Testing
R equirementz

“Double-click” on Sample Information.
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- Basic Sample Data

Contract Other

ﬂ Maintain Sample Information

Addil Sample Data

Tests

Sample ID: | Status| Spaces 3|
Revized By: | Hevising:| Sample Date: |11/29/07
Link To: | Link From: | Log Date: |00/00/00
ample Type: hd cceptance Method:| Spaces hd
Sample T A Method: 5
Material: | |
INDOT Sampler | |
/ Witness:
P/5-Mnfch: |
Type: | Cil_v:|
Prod Hm: | Geog Area: |Spaces 3|
Lot/Sublot: |

Represented Qty: | oo

Auth By: |

||
Auth Date: [00/00/00

INDOT

There are five tabs where information will be entered for the sample:

Basic Sample Data: information identifying the sample

Addtl Sample Data: information about the location where the sample was taken

and data for pre-tested material acceptance.

Contract: The sample is associated to the contract, project, and line items

Other: Additional information that can be referenced to the sample, i.e. external
document, force account, correspondence log, specification Effective Date.

Tests: Tests are assigned and test data is entered for a sample.
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" Basic Sample Data AddSampleData  Comtact . Other  ° Tests
Sample ID: F071123412345 Status] Spaces 3|
Revised By: | Revising: | Sample Date: IW
Link To: | Link From: | Log Date: [00/00/00
Sample Type: | || Acceptance Method: Spaces =l
Material: | |
el j
P/5-Mnfch: |
Type: | Cil_v:|
Prod Hm: | Geog Area: |Spaces 3|
Lot/Sublot: |
Represented Qty: | 000 | | INDOT
Auth By: | Auth Date: [00/00/00

Sample ID: Each sample record will have a unique sample ID using
the RYYDSSSS12345 format.

o RYYDSSSS12345- represents Report

e RYYDSSSS12345 -represents the last 2 digits of the current year
e RYYDSSSS12345
o 1-6 represents the district number
o 7 represents the Office of Materials Management
o 8 represents Toll Road
e RYYDSSSS12345- represents the submitter’s submitter number.
e RYYDSSSS12345- represents a sequential number assigned by the sample
submitter.

“Enter” the appropriate Sample ID in the Sample ID field.

NOTES:

Do NOT create a new Sample ID when a sample is split and a portion is forwarded to

another lab for testing. One Sample ID will be used throughout the entire life of the
sample.
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ﬂ Maintain Sample Information
- Basic Sample Data T addd Sample Data Contract i Other ¥ Tests
Sample ID: [F071123412345 Status] Spaces -] I
Revised By: | Revising;| Eomplete s
Fail
Link To: | Link From: = -
Fending
Sample Type: | ﬂ Acceptance Metho
Material: | | b
INDOT Sampler | | 1£ >
/ Witness:
P#S-Mnfchr: | |
Type: | Cil_v:|
Prod Nm: | Geog Area: |Spaces |
Lot/Sublot: |
Represented ty: | 000 | -] INDOT
Auth By: | Auth Date: |00/00/00

e Status: The Status field indicates the status of the sample while it goes through
the testing process. Pending status and Spaces status indicate the sample has not
been fully analyzed and shall not be authorized. Authorizing a sample locks the
sample. “Click” on the appropriate Status from the Status drop-down list, as
defined below:

1. Spaces: Spaces is the default status. Spaces status is used while the
initial sample data is entered in the sample record and the sample is not
ready to be tested

2. Pending: Pending status is chosen when the sample is ready to be
tested. The status will remain Pending while the sample is being tested
and the results reviewed.

3. Complete: Complete status indicates that the sample is ready to be
authorized and is chosen when the test results meet the specification
limits and have been reviewed.

4. Fail: Fail status is chosen when the test results do not meet the
specification limits and have been reviewed. Only those Sample Records
that get referred to the Failed Material Committee are considered Failed.

5. Void: Void status is chosen when the material represented by the sample
is removed from the contract or other conditions exist that would negate
the sample.
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ﬂ Maintain Sample Information
- Basic Sample Data T Addd Sample Data Contract i Other Y Tests
Sample ID: |R071123412345 Status] Spaces =l
Revised By: | Hevising:| Sample Date: |11/29/07
Link To: | Link From: | Log Drate: |00/00/00
Sample Type: | _v| Acceptance Method Spaces =l
Material: | |
INDOT Sampler | |
/ Witness:
P#S-Mnfctr: |
Type: | Cil_v:|
Prod Hm: | Geog Area: |Spaces 3|

Revised By: When a previous sample record is revised and the new sample record
is saved, the new Sample ID is automatically populated in the Revised By field of
the previous sample. Refer to the Revising a Sample Record section F-5-1-5 for
more information.

Revising: When a sample record is revised, a new sample record is created. The
Sample ID of the sample record being revised is automatically populated in the
Revising field of the saved new sample record. Refer to the F-5-1-1 Revising a
Sample Record

Sample Date: The sample date is the date the sample was obtained. This field is
in the format mm/dd/yy. Today’s date is automatically populated, if a different
date is needed “Enter” the sample date in the Sample Date field.

Link To: The Link To field links multiple samples together.

Link From: This field is automatically populated when a sample has been linked
to the current sample. The linked Sample ID appears in this field.

Log Date: This field is only used for samples that are tested in a testing lab. The
Log Date is the date the first testing lab receives the sample. This information is
entered by testing lab personnel. If the sample is also received at other labs, then
the additional log dates will be entered in the Other tab. These dates assist in the
process of tracking the material in multiple labs.

“Enter” the Log Date in the Log Date field, if applicable.
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ﬂ Maintain Sample Information
- Basic Sample Data Addtl Sample Data Contract i Other ¥ Tests
Sample ID: [F071123412345 Status| Spaces 3|
Revised By: | Hevising:| Sample Date: |11/23/07
Link To: | Link From: | Log Date: |00/00/00
Sample Type: Acceptance Testing | Acceptance Method:|Spaces ﬂ

Material: -
INDOT Sampler fAudt

4 Witness: [Backup Sample
P/5 -Mnfct

Acceptance Testing

Type: v
Prod Nm: s bt o 2 |
Lot/Sublot: |
Represented Qty: | 000 | =] INDOT
Auth By: | Auth D ate: ’W

Failed katerial |nwvestigation |

e Sample Type: The sample type field is a required field. This field defines the
purpose of the sample. The sample type for all contract acceptance samples will
be Acceptance Testing. Below is a list of sample types available. “Click” on the
appropriate Sample Type from the Sample Type drop-down list.

F-5

Acceptance Testing: Contract related testing,

Audit: samples that are obtained during annual or partial audits,

Backup Sample: Samples that are used as replacement samples for appeals

Failed Material Investigation: samples obtained for a previous failed

material

Independent Assurance Samples: samples taken for Independent Assurance

Samples, selected only by the Independent Assurance Technician

o Informational Testing: Samples taken for informational purposes only

o Other: Any sample not covered by sample types listed in the drop-down list.
Enter an explanation in Remarks balloon.

o Point of Use: Samples taken for a material at the location where the
material 1s incorporated into an INDOT asset.

o Quality: Samples taken to meet the specification quality requirements for a
material.

o Research: Samples requested for research purposes

o Transfer of Material: Sample for materials indicating that a material is
transferred from one location to another

o Verification Testing: Samples taken to verify that data is within the correct

limits for a material or another sample.

0 O O O

O
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ﬂ Maintain Sample Information

- Basic Sample Data 'IIM'IIW”T"’ Tests
Sample ID: [Fi071123412345 Status| Spaces |
Revised By: | Revising: | Sample Date: [11/29/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: |Verificati0n Testing ﬂ Acceptance Melhod:| Test Results ﬂ
Material: | | [Spaces A
e j .
Transfer of Material
P#S-Mnctr: | izual Inzpection
Type: | City:| | v
Prod Nm: | .f....g mroa—rop — 4
Lot/Sublot: |
Represented Qty: | 000 | -] INDOT
Auth By: | Auth Date: [00/00/00

e Acceptance Method: The Acceptance Method field shall be populated. This
field indicates the Basis of Use for the material. A unique sample record is
required for each type of acceptance method for each material. The types of
acceptance methods are listed below.

“Click” the appropriate Acceptance Method from the Acceptance Method drop-
down list.

o O

O O O O

o O

Approval Number: number assigned to a material on the Approved
Materials list

Approved P/S: Producer/Supplier that has been approved through INDOT’s
certified producer/supplier program

Certification: Any type of certification (A,B,C,D or Other)

External Document: Any external document that is scanned or attached into
SiteManager

Field Evaluation: acceptance method for pre-approved materials
Formulation Approval: Verifies material formulation is within limits

None: There is not an acceptance type associated to the sample

Other: Not covered by the acceptance methods in the drop-down list.
Explain the acceptance method in the Remarks balloon.

Point of Use: Aggregate monthly quality sample

Test Results: This method indicates there is test data entered on a Test
Template. One sample can have multiple test methods associated to it.
Transfer of Material: Materials that are transferred from one location to
another.

Visual Inspection: acceptance by visual inspection
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ﬂ Maintain Sample Information

- Basic Sample Data T Addd Sample Data Contract i Other ¥ Tests

Sample ID: [F071123412345 Status| Spaces 3|
Revised By: | Revising: | Sample Date: [11/29/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: | Verification Testing _v| Acceptance Method: Test Results |
Matoriol [ |

INDOT Sampler ,—
/ Witness: Filter Search
P#5-Mnfctr:

Type: ’7 Cil_v:|
ProdNm: [ . Geog Area: |Spaces =i
Lot/Sublot: |
Represented Oty: | 000 | -] INDOT
Auth By: | Auth Date: [00/00/00

e Material: The Material indicates the material that is being sampled and/or tested.
The required sample and testing requirements are associated to the material
chosen. Therefore, this is a very important step.

The material code is a searchable field that can be found by “right-clicking” on the
Material field, then “click” on Search

ﬂ Search Window E|
| Material Code Material Full Name M aterial Category -
E02M000710 Precast PCC Barrier Wall & Glare Screen T141 - Concrete
E21M00020 Seed Misture R Other
E21+00060 Seed Misture T Other
FO2M00010 Class & 41 - Concrete
FO2M0001 5 PCLC. Class &, AP Aggregate T141 - Conerete
FO2M00030 PCC, Clazs C T141 - Concrete
FO2M00035 PCLC. Class C. AP Aggregate T141 - Comerete

Cancel

When the Material field is searched, a scroll list of Material Codes will appear. Use the

Scroll or Find/Filter/Sort technique to locate the appropriate material. Verify the correct
Material Full Name is chosen.

“Double-Click” on the appropriate Material Code.
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ﬂ Maintain Sample Information

- Basic Sample Data

Addt Sample Data

Contract

Other

Tests

Sample ID: [R071123412345

Status| Spaces

Revized By: |

[~

Revising: |

Link To: |

Sample Date: |11/29/07

Link From: |

Sample Type: |Verificati0n Testing

Log Date: |00/00/00

| Acceptance Method: Test Results

[~

Material: [F0ZMO0010

|PCE, Class A

INDOT Sampler I
FRTT U N

P/S-Mnfck: | |
Type: |
ProdNm: [ |
Lot/Sublot: | |
Represented Qty: |  .000] |

Filker Search

City: |

Geog Area: | Spaces

E—

Auth By: |

Auth Date: |00/00/00

INDOT

e INDOT Sampler/Witness: The User ID of the person obtaining the sample
material or Witness the sample shall be populated in the INDOT
Sampler/Witness field.

“Right-click” on the INDOT Sampler/Witness field.

“Click” on Search.

ﬂ Search Window

3

| Sampled By Inzpector Hame Geographic Area Type -~
d90acoat Coate, Auturnt E40
d3I0amann b annington, Anitha
d90azmit Smith, Bhanu £30
d30bclip Clipper, Buzz I
d30balai O'Laidin, Bill B50
d90clink Lirk., Cuff 510
d30ffarm Farmer, Frank
d90gblac Black, Gene E50
v

When the Sample By field is searched, a scroll list of samplers will appear. Use the
Scroll or Find/Filter/Sort technique to locate the appropriate sampler.

“Double-click” on the appropriate Sampled By user ID. The sampler’s name will be
automatically populated in the field to the right of the sampler ID.

F-5
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ﬂ Maintain Sample Information

- Basic Sample Data T Addd Sample Data Contract i Other Y Tests
Sample ID: [F071123412345 Status| Spaces 3|
Revised By: | Hevising:| Sample Date: |11/29/07
Link To: | Link From: | Log Drate: |00/00/00
Sample Type: |Verificati0n Testing ﬂ Acceptance Melhod:|Test Resuls ﬂ
Material: [F0ZMO0010 |PCE, Class A
INDOT. Samler {yqbci, [Clipper, Buzz
e
Type: Filter Search City: |
Prod Nm: Geog Area: |Spaces 3|
Lot/Sublot:
Represented Oty: .oan l_ - INDOT
Auth By: te: |00/00/00

e P/S-Mnfctr: The P/S-Mnfctr field is the manufacturer of a material on the
approved materials list, producer or supplier of the material shown in the Material
field. This information is used to track problems of a material back to the source
of the material.

“Right-click” on the P/S-Mnfctr field, then “click” on Search, if applicable.

E Search Window g|
Producer Supplier Code Producer Supplier Hame

[CONCT176 Woe's Concrete

[COMCa027 |Plate’s Concrete Mix

[CONC234 [Misern Up Concrete

[CONCT1 fwhite as Pain Concrete Co.

[COMCS0T7 |0M& Company, Ine

[CONCA0E B amy white Concrete Co.

When the P/S-Mnfctr field is searched, a scroll list of Producer Supplier Names
appears. Use the Scroll or Find/Filter/Sort technique to locate the appropriate
producer/supplier name.

“Double-click” on the appropriate Producer Supplier Name. Be careful to select the
proper producer supplier, because there are multiple entries for each producer supplier,
depending on the plant. When the P/S-Mnfctr is selected, the Type and City fields will
automatically be populated.
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- Basic Sample Data

Contract Other

ﬂ Maintain Sample Information

Addt Sample Data

Tests

Sample ID: |RO71123412345

Status] Spaces

=]

Lot#Sublot:
Represented Qty: 000
Auth By:

Revized By: | Hevising:| Sample Date: [11/29/07
Link To: | Link From: | Log Drate: |00/00/00
Sample Type: |Verificati0n Testing ﬂ Acceptance Melhod:|Test Resuls ﬂ
Material: [702M00010 |PCE, Class A
INDOY, Samplet |4q0bcip [Clipper, Buzz
P#5 -Mnfetr: |4 Ready Mix Co. |CONCam S
Type: [CONC City: [Enter City Here
ProdNm: § Filter Search feees . Eﬁeog Area: |S|:'acES ﬂ

v
te: |00/00/00

INDDT

Product Name (Prod Nm): The Product Name field is the Approved Material list.
This field is used when the Acceptance Method is Approved Material.

“Right-click” on the Prod Nm field, then “click” on Search, if applicable.

M aASHTO SiteManager

File Edit Services wWindow Help

=l - = =12

- Basic Sample Data T Addy Sample Data Contract i Other ¥ Tests
—] ESearch Window x| F
Product Name il
R [1475 Wi28514
2000 Phalt Free Wwi38622
¢ 2100 Nutrigent Wi38526
2250 Wi28520
2620 WiZ28515
E Search
WiO3BEE ———m
Show Details LI
Find ancel
[
E Sork
Intd Use: I m Represented Quantity: I .oon
o, Filker/ Sarl
Auth By: I 4 IDDHDDJDD

When the Prod Nm field is searched, a scroll list of Product Names appears. Only those
products that have been associated to the material listed in the material field will be listed
in the Search Window. Use the Scroll or Find/Filter/Sort technique to locate the
appropriate product.

“Double-click” on the appropriate Product Name, if applicable.
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ﬂ Maintain Sample Information

- Basic Sample Data

Addil Sample Data

Contract Other Tests

Sample ID: R071123412345 Skatus| Spaces B3|
Revized By: | Revising: | Sample Date: [11/29/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: |Verificati0n Testing ﬂ Acceptance Melhod:|Test Fesultz ﬂ
Material: 70200010 |PCC, Class &
N s0ncio [Clipper, Buzz
P/5-Mnfct: A Ready Mix Co. |COMCIo S
Type: |CDNC City: |Enter City Here
Prod Hm: | Geog Area: | Dther States beyond B0 Miles -]
Lot/Sublot: |

Represented Qty: | oo |

=]

Fieszearch Division

Auth By: |

Geographic Area (Geog Area): The geographic area will be the district the sample
1s taken, “district name and Adjacent State within 60 Miles” or “Other States beyond

60 Miles”.

Auth Date: |00/00/00

Seymour Digtrict

£

“Click” on the appropriate Geographic Area from the scroll-down list.

¥ AASHTO SiteManager

File Edit Services \Window Help
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ﬂ Maintain Sample Information

- Basic Sample Data

Addt Sample Data

Contract Other Tests

Sample ID: |R071123412345

Status] Spaces

=]

Revized By: | Revising: | Sample Date: [11/29/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: |Verificati0n Testing ﬂ Acceptance Melhod:|Test Resuls ﬂ
Material: [F0ZMO0010 |PCE, Class A
INDOT, Sampler [jqbolp [lipper, Buzz
P#5 -Mnfetr: |4 Ready Mix Co. |CONCam S
Type: [CONC City: [Enter City Here
Prod Hm: | Geog Area: | Dther States beyond B0 Miles

Lot#Sublot: [01/1

Represented Qty: | oo

| INDDT

Auth By: |

Auth Date: |00/00/00

Lot/Sublot: The Lot/Sublot field is used to collect lot and sublot information.
“Enter” the appropriate lot and sublot in the format LL/S in the Lot/Sublot field, if

applicable.

Page 12 of 76



¥ AASHTO SiteManager

File Edit Services ‘Window Help
BeEY DS 0O

ﬂ Maintain Sample Information

- Basic Sample Data 'IIM‘"IW’T"’ Tests
Sample ID: [R071123412345 Status] Spaces =i
Revized By: | Revizing: | Sample Date: [11/29/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: | Verification Testing | Acceptance Method: Test Fesults =l
Material: [F02MO0010 |PCE, Class &
INDOY Samplet {j30boip [Clipper, Buzz
P#S-Mnfetr: |4 Ready Mix Co. [CONCanE
Type: |EIDNE City: |Enter City Here
Prod Hm: | Geog Area: |Other States beyond B0 Miles 3|

Lot/Sublot: [11/1
Represented Oty: | 15.300 | Cubic Meter [m™3] [51]
Auth By: 5

Cubic Meter [m™3] [51]

CLBICYARDS [English)

Represented Quantity: The Represented Quantity is the total amount of material that
this sample represents. The maximum quantity that a sample can represent is the
Frequency as shown in the Frequency manual.

Example: The Represented Quantity for QC/QA materials is the sublot quantity,
regardless of the amount delivered to the job for any given day.

“Enter” the represented quantity
“Click” on the appropriate sample unit from the drop-down list

¥ AASHTO SiteManager

File Edit Services MWindow Help

EREE D™ D

ﬂ Maintain Sample Information

- Basic Sample Data T Addd Sample Data Contract i Other ¥ Tests
Sample ID: [F071123412345 Status| Spaces 3|

Revized By: | Hevising:| Sample Date: |11/29/07

Remarks: Additional information about a sample can be made in the Remarks balloon.
Remarks can be entered in the remarks balloon in either the Basic Sample Data tab or
Addtl Sample Data tab and the remarks appear in both tabs. The remark can be revised
in either of these two tabs and the revision appears in both tabs. Place two row returns
between each type of remarks.

“Click” on the Remarks &~ icon.
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ﬂ Maintain Sample Information

" Basic Sample Data =~ AddiSampleData - Contract i Other Tests
R ks (B 'R ks :
Sampl 3|
. Bazic Sample Data: You can enter any additional I
Revise{ |information about this sample here Sample Date: [11/23/07
LinK Log Date: |00/00/00
Sample Ty, ﬂ
Mat
INDOT Sai
/Wil
P/S-M1 |concants
T
Prodrm— weogFrea: | Other States beyond G0 Miles ]|
Lot/Sublot: |11/
Represented Qty: | 15.300 | Cubic Meter [m™3] (51) a| INDOT
Auth By: | Auth Date: |00/00/00

The Remarks (General Remarks) window opens. “Enter” the additional information
here. “Click” on the Remarks 5~ icon to close this window. Notice that the Remarks
& balloon has lines in it. This indicates that there is a remark in the balloon.

After all information is entered on this tab, carefully review it. After the information is
reviewed and correct, save the information by “clicking” the Save = button.

Once saved, the Sample ID field can not be modified. This single Sample ID will follow
the sample through the complete process.

¢ Authorized By (Auth By): The user ID of the person authorizing the sample

will automatically appear in the Authorized By field when the sample record is
authorized.

¢ Authorized Date (Auth Date): The Authorized Date is automatically
populated when the sample record is authorized the sample.
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F-5 Basic Sample Data Tab — Group Exercise

Log into SiteManager: update
Password: pass

Navigate from the Main Panel:

“Double-click” on Materials Management (+) icon
“Double-click” on Sampling and Testing (+) icon
“Double-click” on Sample Information icon

If a new record does not open, select New from the toolbar

Enter the following information:

Sample ID: RO87123498765

Status: Spaces

Sample Date: 12/01/07

Sample Type: Acceptance Testing
Acceptance Method:  Test Results

Material: 702M00030

INDOT Sampler/Witness:d90bclip

P/S-Mnfctr: White as Rain Concrete Co.
Geog. Area: LaPorte District Field
Represented Qty: 15.000 Cubic Meters (m”3) (SI)

“Click” on Save from the toolbar.
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Additional Sample Data tab

When a sample requires a test, additional information about the sample is entered in the
Additional Sample Data tab.

¥ AASHTO SiteManager

File Edit Services Window Help

el . == = Y S

ﬂ Maintain Sample Information

‘m" Addtl 5ample Data T Comtact . Other ° Tests
Sample ID: RO71123412348 Buy American: |_| |Spaces =l
Requested By: |
Sample Size: | |Spaces =]
Dist from Grade: | |Spaces 3|
Station:| Offset:| Reference:|
Sampled From: |
Sample At:|
Control Type: m Beginning Humber: ’7 Ending Humber: ’7
Design Type: |Spaces ﬂ Mix ID: ’7
Plant ID: | | Plant Type: ,Spac:es—
Creator User ID: jupdate Include Standard Remarks: [ | INDOT
Last Modified User ID: [update Last Modified Date: [11/29/07

“Click” on the Addtl Sample Data tab to continue entering the sample information.

NOTE: Verify the correct Sample ID appears in the Sample ID field. If the sample ID is
incorrect, open the correct sample ID.

¢ Buy American: This field is not utilized by INDOT.

¢ Requested By: The Requested By field identifies the person or organization
requesting the sample. This field will not be utilized for most samples. Examples
of when this field will be used include when a person requests an approved
material verification sample or development requests roadway cores.

“Enter” the name of the person or organization requesting the sample in the Requested
By field, if applicable.
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ﬂ Maintain Sample Information
" BasicSampleData  Addd Sample Data ©~  Contact  ° Other Tests
Sample ID: RO711234123458 Buy American: | | |Spaces =l
Requested By: |
Sample Size: | .25 | Cubic Meter [m”3] [51) ﬂ
Dist from Grade: ’7 [ IREes - ~ —Ll
) Cubic Meter [m™3] [S1]
Station: Eubic Mater (m°3] (51 )
Sampled From: Cubic Milimeters
Sample At | CLEIC YARDS [Englizh]
Control Type: ’m T Ty 5 =
Design Type: |Spaces Ll Mix I1D: ’7
Plant ID: | | Plant Type: [Spaces
Creator User ID: [update Include Standard Remarks: | | INDOT
Last Modified User ID: update Last Modified Date: [11/23/07

Sample Size: The Sample Size is the actual sample size being taken. It is appropriate to
use this field when the sample is sent to another location for testing.

The Sample Size should include sufficient material to perform all tests included on the
Tests tab.

“Enter” the sample size in the Sample Size field.

“Click” on the appropriate sample size unit from the drop-down list located to the
right of Sample Size.
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" BasicSampleData  Addt Sample Data ~ Comtact  © Other  ° Tests
Sample ID: [RO71123412345 Buy American: |_| [Spaces 3|
Requested By: |
Sample Size: | .25 |Eubic: Meter [m™3] (SI] ﬂ
Dist from Grade: | 0 [Meters 3|
Station: [14+453 Offset: [24mAt Reference: Ling 5-1-4
Sampled From: |
Sample At:|
Control Type: m Beginning Number: ’7 E nding Humber: ’7
Design Type: |Spaces ﬂ Mix 1D: ’7
Plant ID: | | Plant Type: Spaces
Creator User ID: jupdate Include Standard Remarks: | | INDOT
Last Modified User ID: [update Last Modified Date: [11/29/07

Dist from Grade: The Distance from Grade field is for the elevation relative to the
original grade or the lift number that the sample was taken.

“Enter” the appropriate distance, using “+” for above original grade and “-* for below
original grade, in the Dist from Grade field, if applicable.

“Click” on the appropriate distance unit or “Lift Number” from the drop-down list
located to the right of Dist from Grade.

Station: The Station field indicates the location the sample is taken. “Enter” the station
location in the Station field, if applicable.

Offset: The Offset field indicates the offset distance and centerline reference (center,

right or left). “Enter” the offset distance and the centerline reference (right, left or center)
in the Offset field, if applicable.

Reference: The Reference field indicates the Line of the stationing referenced in the
Station field.

“Enter” the Line of stationing in the Reference field, if applicable.
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File Edit Services \Window Help
BlrfEecsEd @

ﬂ Maintain Sample Information

"’m" Addtl Sample Data " Comtact  ° Other Tests
Sample ID: [R071123412345 Buy American: |_| [Spaces 3|
Requested By: |
Sample Size: | .25 |Eubic: Meter [m™3) [S1] ﬂ
Dist from Grade: | 0 [Meters |
Station: [14+453 Offset:[24mAt Reference: [Lina5-1-4

Sampled From: |In Place

Sample At Llobsit

Control Type: | Spaces - Beginning Number: Ending Humber:

Design Type: | Spaces =l Mix 1D:
Plant 1D: | | Plant Type: Spaces
Creator User ID: jupdate Include Standard Remarks: || INDOT
Last Modified Uszer ID: |update Last Modified Date: |11/23/07

Sampled From: The Sampled From field indicates a general location the sample was
taken. This field can contain 39 characters. A list of sample locations include:

Stock or Stockpile Bin or Tank Truck Barge or Car
In Place Ledge or Pit Common Excavation
Bin or Tank Processing Equipment  Other

“Enter” the sample location in the Sample From field. If Other is selected, enter the
Other sample location in the Remarks balloon.

Sampled At: The Sample At is the source where the sample was obtained.

“Enter” the source of the sample in the Sampled At field.
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ﬂ Maintain Sample Information

Last Modified Usel P25

" Basic SampleData  Addt Sample Data ©~ Conbact . Other ° Tests
Sample ID: [RO71123412345 Buy American: |_| [Spaces 3|
Requested By: |
Sample Size: | .25 |Eubic: Meter [m™3] (SI] ﬂ
Dist from Grade: | 0 [Meters 3|
Station: [14+453 Offset: [24mAt Reference: Line 5-1-4
Sampled From: |In Flace
Sample At: [lobsite
Control Type: m Beginning Number: ’W E nding Humber: W
Design Type: |FCC ﬂ Mix I1D: l—
Flant I1D: HYVEEM A lant Type: W

I arshall

SUFERFAVE
v

F-5

Control Type: The Control Type field is a drop down field to select S, M, or P.

Beginning Number: The Beginning Number field will hold the first number of
the seal series. The format is # # # # # #.

“Enter” the first number in the Beginning Number field, if applicable.

Ending Number: The Ending Number field is the last number of the seal series
associated to the Control Type. The format is # # # # # #. If there is only one
number associated to the Control Type, then the Ending Number field is left blank.
“Enter” the number in the series in the Ending Number field, if applicable.
Design Type: The Design Type field identifies the mix design type for the
sampled material. The only two types of mix design utilized by INDOT are

SUPERPAYVE and PCC. “Click” on the appropriate design type from the Design
Type drop-down list, if applicable.

Page 20 of 76



¥ AASHTO SiteManager

File Edit Services ‘Window Help
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ﬂ Maintain Sample Information

"’m" Addtl Sample Data T Comtact . Other  ° Tests
Sample ID: [R071123412345 Buy American: |_| [Spaces |
Requested By: |
Sample Size: | .25 |Cubic Meter [m™3] (S1] j
Dist from Grade: | 0 [Meters 4|
Station: [14+453 Offset: [24mAt Reference: [Line 5-1-4

Sampled From: |In Flace
Sample At ﬂobsite
Control Type: | Spaces - Beginning Mumber: |123456 Ending Mumber: |123666

Design Type: |F'EIEI ﬂ Mix ID:

Plant 1D: | | Filter Search t Type: |Spaces
Creator User ID: |jupdate Include Standard Remarks: ||
Last Modified User ID: jupdate Last Modified Date: [11/

Mix ID: The Mix ID identifies the mix for the designated design type. This field must
be populated when a mix design is required per specification. This field opens when a
Design Type is chosen.

“Right-click” on the Mix ID field and “click” on Search.

¥ Search Window F§|

Mix ID Matenal Code P/5 Code Producer Supplier Hame Eff-DL.
FO2M00010 COMCAna Aru Ready Mix Co.

A list of Mix ID’s associated to the material code appears. Use the Scroll or
Find/Filter/Sort technique to locate the appropriate Mix ID.

“Double-click” on the appropriate Mix ID.
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Basic Sample Data

Contract Other

ﬂ Maintain Sample Information

“ Addtl Sample Data

Tests

Sample 1D: |R071123412345

Buy American: D |Spaces

Requested By: |

[~

Sample Size: |

.25 |Eubic: Meter [m™3) [S1]

[~

Dist from Grade: | 0

Station: [14+453

| Meters

Offset: |2.4 m Rt

Sampled From: |In Place

Sample At ﬂobsite

Creator User ID: |update
Last Modified User ID: jupdate

Filter Search

Control Type: |Spaces - Beginning Humber: [123456
Design Type: |F'EIEI ﬂ Mix 1D: |041702123F
Planti:-4 i

tandard Remarks: | | INDOT

st Modified Date: [11/29/07

[~
Reference: |Line 5-1-4

Ending HNumber: |1 23666

Plant Type: Spaces

e Plant ID: The Plant ID field is used when an approved Producer or Supplier is
selected in the P/S-Mnfctr field on the Basic Sample Data tab. Only those plants
that are associated to the selected Source will be available.

“Right-click” on the Plant ID field and “click” on Search.

E Search Window

X

Plant Name

Plant ID

Plant Type Plant Status

If applicable use the Scroll or Find/Filter/Sort technique to locate the appropriate Plant

ID.

“Double-click” on the appropriate Plant ID.

F-5
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™1 Maintain Sample Information

"m" Addtl 5ample Data " Comtiact . Other  ° Tests
Sample ID: RO7T1123412345 Buy American: | | [Spaces =l
Requested By: |
Sample Size: | .25 |Eubic: Meter [m™3] [S1] ﬂ
Dist from Grade: | 0 [Meters |
Station: [14+453 Offset: [24mPRt Reference: [Line 5-1-4

Sampled From: [In Flace

Sample At ﬂobsite

Control Type: |Spaces - Beginning Mumber: |123456 Ending Humber: |123E66
Design Type: |F'EIEI LI Mix 1D: (041702123F
PlantID: (3018 :lAw Ready Mis Co. Plant Type: |FCC Central Mix Plant
Creator User ID: jupdate Include Standard R ks: || INDOT
Last Modified User ID: jupdate Last Modified Date: [11/29/07

Creator User ID: The Creator User ID is the User ID of the person creating the
sample. This field is automatically populated when a sample is created and saved.

Include Standard Remarks: This field will not be utilized by INDOT.

Last Modified User ID: The Last Modified User ID is the User ID of the latest
person who modifies the sample. This field is automatically populated when a sample
is modified and saved. When the sample is created, the Last Modified User ID will be
the same as the Creator User ID.

Last Modified Date: The date the sample was last modified and saved. This field is
automatically populated when a sample is modified and saved.
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ﬂ Maintain Sample Information
" Basic Sample Data T Addd Sample Data Contract i Other Y Tests
R ks (G IR Kks] -
S ampl ‘ 3|
Basic Sample Data: You can enter any additional .
iieniesty information about this sample here.
Sample ﬂ
Dist from G |Addtl Sample Data: You can enter and additional ﬂ
information about thiz sample here as well.
St Reference: |Line 5-1-4
Sampled
Samp|
Control Ending HMumber: |123666
Design
Plant 1D: |SD‘I 8 Mru Fieady Mix Co. Plant Type: PCC Central Mi= Plant
Creator User ID: jupdate Include Standard R ks: | | INDOT
Last Modified User ID: jupdate Last Modified Date: |11/23/07

Remarks: Additional information about a sample can be made in the Remarks balloon.
Remarks can be entered in the remarks balloon in either the Basic Sample Data tab or
Addtl Sample Data tab and the remarks appear in both tabs. The remark can be revised
in either of these two tabs and the revision appears in both tabs. Identify which tab
remarks pertain to.

After all information is entered on this tab, carefully review it, then save the information
by “clicking” the Save M icon.
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F-5 Additional Sample Data Tab — Group Exercise
Log into SiteManager: update

Password: pass

Navigate from the Main Panel:

“Double-click” on Materials Management (+) icon
“Double-click” on Sampling and Testing (+) icon
“Double-click” on Sample Information icon

Select Sample ID: R087123498765

Enter the following information:

Sample Size: 0.25 CUBIC FEET (English)

Station: 31+452.5

Offset: 4 M. Rt

Reference: Line A

Sampled From: In Place

Sample At: Jobsite

Design Type: PCC

Mix ID: 044702555P

Plant ID: 1111 White as Rain Concrete Co.

Click on Save located on the toolbar.
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Contract tab

This tab is used to associate the sample to a specific Contract and line items.

¥ AASHTO SiteManager

File Edit Services ‘Window Help
ElTY DS gl B

5 Maintain Sampllo rmation

“Click” on the Contract tab if the sample is to be associated to a contract and line items.

“Click” the New [1 icon.
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ﬂ Select Contract/Material Information g|
Please tab out of the field to retrieve the Line ltem select list
| Contract Id: | I
Project Humber Line Item Number Item Code Line ltem Desc
< >
| Cancel |

The Select Contract/Material Information panel appears.
The panel contains the following information:

e Contract ID: Contract ID is the identification number assigned to the contract.
¢ Project Number: Project Number is the unique identifier for the project.

¢ Line Item Number: Line Item Number is the bid proposal line number for the
work item

¢ Item Code: Item Code is the INDOT defined code describing the work item.

¢ Line Item Desc: Line Item (Desc) Description is the Title or Description of the
work item.

“Right-Click” on the Contract ID field and “click” on Search.

¥ Search Window E|
Contract |D Description Fed St Prj Hbr Material
INTERSECTION IMPROVEMENT AND TRAFFIC SI0STF 3387005 Fozmoooio |
R 90011 [NTERSECTION IMPROVEMENT AND TRAFFIC SI(STP 3287005 702M00010

Cancel

“Double-click” on the appropriate Contract ID.
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E Select Contract/Material Information

(X

Please tab out of the field to retrieve the Line Item select list

| Contract Id: |R -30004 INTERSECTION IMPROVEMENT AMD TRAFFIC SIGNAL MODERNIZATION

Project Number Line Item Number Item Code Line Item Desc i

9520710 0044 720-45030  IMLET.EV
3620710 0042 720-44000  CASTING, ADJUST TO GRADE
i °F |COMTROLLER CABIMET FOUMDATION, P1

| 0K | Cancel |

A list of Projects/Line Items that have the material associated to it will appear. Locate
the appropriate Project Number and Line Item Number that is to be associated to the
sample.

Note: Multiple Line Item Numbers may be selected by holding down on the “Ctrl” key
and “Clicking” on each Line Item Number.

“Select” the appropriate Line Item Number or Numbers. Then “Click” on OK.
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ﬂ Maintain Sample Information

" Basic Sample Data T Addd Sample Data I Contract

Sample |R071123412345

Contract ID

Project Cont Est Represented Material Reported Satisfy Rep Line

Matrl Oty Aty Matil Qty  Matl Gty

0.420 000 012 ooog
8720 Juliy 0,000 0.000[5IGH.

Fi -90004 [g820714 [o017 [p057E425 [GTP 3387005 | 1130 000[Cubic Meter | 0.000] 0.000[CONT

The Contract data window contains columns for the following information:
e  Contract ID: the Contract ID is the identification number assigned to the
contract.
Project: INDOT defined project (PCN) number.
Line Item: The bid proposal or contract line item number for the work item.
Item Code: is the unique identifier associated to the Line Item.
Fed State Prj Nbr: The Federal State Project Number that identifies the
contract.
Cont Est Matrl Qty: Material Quantity Estimate for the entire contract item.
Represented Qty: In place quantity represented by the material sample.
Material Unit: Unit of measure for the material.
Reported Matrl Qty: installed or payable quantity
Satisfy Rep Matl Qty: is the material quantity that satisfies the reporting
requirements for the Contract.
Line Item Desc: Description of the contract line item, title.
e  Supplemental Description 1: A text description supplemental to the Item
Description.
e  Supplemental Description 2: A text description supplemental to the Item
Description.
e  Contract Description: Title or description of the Contract.
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ERMET DE=g> 5@

ﬂ Maintain Sample Information
" Basic Sample Data T Addd Sample Data [ Contract Other Y Tests
Sample |[RO71123412345
Contract ID Project Line Item Code Fed State Cont Est Represented Material Reported Satisfy Rep Line
1 Prj Nbr Matrl lJl_v 1] Unit Matrl lle Matl Qty
820714 [0002 [a0s01e42 |STP 5 0.420 JERTT] Cubic Mete 0120  n.ood
F -30004 9520714 0001 |805-01815  |STP 3387005 9.720 12.000/Cubic Meter 0.000) 0.000/SIGNS
R -a0004 [ga2071A [0017 [R05-78925 [GTP 3387005 | 1130 2 000[Cubic Meter | o000 OL00G[CONT
£ >

The Representative Quantity (Represented Qty) is the amount of material that is
represented by the sample for a given project/line item. The total Representative
Quantity on the Contract tab shall not exceed the Represented Quantity on the Basic
Sample Data tab.

“Enter” the appropriate quantity for each project/line item in the Represented Qty field.

“Click” the Save H icon.
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F-5 Contract Tab — Group Exercise

Log into SiteManager:  update

Password: pass

Navigate from the Main Panel:

“Double-click” on Materials Management (+) icon
“Double-click” on Sampling and Testing (+) icon
“Double-click” on Sample Information icon

Select Sample ID: R087123498765

Enter the following information:

Contract: R-90011

Project: 982071A

Line Item: 0001

Represented Qty: 10.000 Cubic Meters
Line Item: 0017

Represented Qty: 2.000 Cubic Meters

“Click” on Save located on the toolbar.
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File Edit Services Window Help

ERMTE De=agd @

ﬂ Maintain Sample Information

" Basic SampleData | AddiSampleData Corttract Dther ¥ Tests

Sample |RO071123412345

Type ID
Effedive Date (mmiddiyy) « | 05/22/04
CRA Test Report Signed by -~

Dizputes/Claims

Effective Date [mm/dd/wy]

E=ternal Document

Force Account

< 4

Additional information about the sample is recorded in the Other tab. Only topics that
are appropriate for the sample information record will be selected.

The topics of the additional information from the Type drop-down list include:

Effective Date (mm/dd/yy): This field MUST be populated when the sample’s test(s)
have a specification reference and the Acceptance Method field located on the Basic
Sample Data tab is Test Results. This date provides the information needed by the
testing labs to ensure the appropriate specification limits will be applied to the material.
If material sampling and testing information for the sample is in a special provision, call
the Central Office Materials and Tests Material Certification Supervisor to obtain the

Effective Date. Otherwise, enter the contract’s supplemental specification date. The date
format shall be mm/dd/yy.

Change Order Number: Associates this record to a specific Change Order. Enter the
Change Order Number in the ID field.

Correspondence Log: For associating this record to a specific piece of correspondence.
Enter the Correspondence Log Number in the ID field.

CRA Contract (LL-#####): Not used
CRA Contract Item Number (####): Not Used

CRA Test Report Signed By: Not Used
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¥ Maintain Sample Information

" Basic Sample Data T addi Sample Data Contract

Sample |R071123412345

Type ID
Effedive Date (mmiddiyy) « | 05/22/04
CRA Test Report Signed by

Dizputes/Claims

Effective Date [mm/dd/wy]

E=ternal Document

Force Account
<

Disputes/Claims: For associating this record to a specific Dispute or Claim. Enter the
Dispute /Claim Number in the ID field.

External Document: For associating this record to a specific external document.
Force Account: For associating this record to a specific Force Account.

Lab #2 Log Date: Enter the date the sample is received at the second lab in the ID Field
Lab #3 Log Date: Enter the date the sample is received at the third lab in the ID Field
Lab #4 Log Date: Enter the date the sample is received at the fourth lab in the ID Field
Lab #5 Log Date: Enter the date the sample is received at the fifth lab in the ID Field.
Link To (Sample ID): When a sample needs to be linked to more than one sample, the
sample ID’s of the sample records that are not linked in the Basic Sample Data tab are
entered here. Create a new entry for each additional sample ID. Enter the Sample ID in
the ID Field.

MSDS Code: Enter the MSDS code for the material in the ID Field

Purchase Order: Enter the departmental purchase order number in the ID Field. Do not
enter the construction contract purchase order numbers in this field.

Sub-District Number (####): Enter the district number if the sample record is
associated to a QPA or PO.

“Enter” the corresponding information for the Type selection in the ID field.
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¥ AASHTO SiteManager,
File Edit Services Window Help

BElREFE D2 agd B

ﬂ Maintain Sam ‘|fo rmation

Basic Sample Data Addtl Sample Data Contract Other

Tests
Sample |RO71123412345

Type

¥ | 05/22/04

“Click” the New [1 icon to add additional Type, if applicable.

After all information is entered on this tab, carefully review it.

After reviewing the information and verifying it’s correct, save the information by
“clicking” the Save & icon.
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F-5 Other Tab — Group Exercise

Log into SiteManager:  update
Password: pass

Navigate from the Main Panel:

“Double-click” on Materials Management (+) icon
“Double-click” on Sampling and Testing (+) icon
“Double-click” on Sample Information icon

Select Sample ID: R087123498765

Enter the following information:

Effective Date: 05/22/04

Change Order Number:001

“Click” on Save located on the toolbar.

F-5 Page 35 of 76



Tests Tab

Test methods, labs, sample test numbers, and dates associated to the test methods are
designated in the Tests tab.

The lab ID will be entered by lab personnel when the sample is tested in a lab.

Note: Samples that are submitted to District Labs for testing, such as QC/QA HMA
Asphalt information for the Tests Tab will be entered by the District Testing Staff.
Samples will then be authorized by the Supervisor that Reviews the test data.

¥ AASHTO SiteManager

File Edit Services MWindow Help
Bl D= ag-d
ﬂ Maintain Sample Information

" Basic Sample Data CT Addd Sample Data Contract i Other Tests

Sample |[R071123412345
Test Method Sample Test Mbr Test Description

Test Method: | [
Lab ID: | [
Sample Test Nbr: | Asszigned Date: ’W
Charge Amount: | $.00 Physical Completion Date: [00/00/00
INDOT Review Date: [00/00/00

“Click” on the Tests tab.
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ERLE D= o>

ﬂ Maintain Sample Information

" Basic Sample Data T addd Sample Data Contract i Other Tests

Sample |RO071123412345
Test Method Sample Test Nbr Test Description

Test Method: |

et I Filker Search

Sample Test Nbr: Assigned Date: |11/30/07
Charge Amount: Physical Completion Date: |00/00/00
INDOT Review Date: (00/00/00

e Test Method: The Test Method field is where test methods are associated to a
sample. More than one test method and multiple copies of the same test method
can be associated to a sample.

“Right-click” on the Test Method field and “click” on Search.

E Search Window PZ|
Test Method Test Description -
T121M5-41 *rield of PC Structural Concrete [METRIC)
T97k -1 Flesural Strength [Beam] [METRIC)

Air Content of Concrete _

T121ES-+1 *Yield of PC Structural Concrete [ENGLISH]

TS7E-+1 Flexural Strength [Beam) [EMGLISH]

T121M -1 CRA Yield of PC Pavement Concrete [METRIC)
T119M-1 Slump of Portland Cement Concrete [METRIC)
T23+1 Making and Curing Concrete Specimens

Use the Scroll or Find/Filter/Sort technique to locate the appropriate Test Method.

“Double-click” on the appropriate Test Method.
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ﬂ Maintain Sample Information

" Basic Sample Data T addd Sample Data Contract i Other Tests

Sample [RO71123412345

Test Method Sample Test Nbr Test Description
.t"n.ir Content of Concrete

Test Method: [T152+1 L& Coptert of Concrete

Lab ID: Filker Search
Sample Test Nbr: l— Asszigned Date: ’W
Charge Amount: | | Physical Completion Date: [00/00/00
INDOT Review Date: [00/00/00

e Lab ID: The Lab ID is the location where the sample is tested for the specified
test method. The Lab ID will be entered by lab personnel when the sample is
received at a lab. Tests performed in the field will have a Lab ID of DXX Field
where XX equals the district in which the test was performed.

“Right-click” on the Lab ID field and “click” on Search.

E Search Window PZ|
| LabID Lab Hame Geographic Area -
D3Pz Mew Castle Production Lab 6302
D04 Laporte District Testing E40
D04F1 Logansport Production Lab B4
Doap2 Hammond Production Lab 6402
Do04rP3 South Bend Production Lab 6403
D05 Sewmour District Testing Lab E50
DO5Field Seymour District Field E50

Use the Scroll or Find/Filter/Sort technique to locate the appropriate Lab ID.
“Double-click” on the appropriate Lab ID.
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ﬂ Maintain Sample Information

" Basic Sample Data T addd Sample Data Contract i Other Tests

Sample [RO071123412345
Test Method Sample Test Nbr Test Description

.t"n.ir Content of Concrete

Test Method: [T152+1 [&ir Cortert of Concrete
Lab ID: |D04Field |Laporte District Field
Sample Test Nbr: [1 Asszigned Date: ’W
Charge Amount: | $.00 Physical Completion Date: [00/00/00
INDOT Review Date: [00/00/00

e Sample Test Nbr: field is a unique number for the test assigned by the individual
selecting the test method. When there are multiple entries for the same test
method name, the Sample Test Nbr will be a unique sequential number for each
entry. “Enter” the appropriate number in the Sample Test Nbr.

e Assigned Date: The Assigned Date is the date a test is assigned to a tester. This
field defaults to the date the Test Method entry is created. If the defaulted date is
not the date the test is assigned to a tester, then it will need to be modified. This
field does not need to be modified from the default date for contract-related sample
records that are used for certifications, pre-tested material, approved material and
approved producer/suppliers. “Enter” the appropriate date in the Assigned Date
field.

¢ Physical Completion Date: The Physical Completion Date field is populated by
the Tester when the test is complete and ready for review.

e Review Date: The Review Date field is populated by the tester’s supervisor after
the test results have been reviewed. When the PE/S is the tester, the PE/S enters
this date. When the lab supervisor is the tester, the lab supervisor enters this date.
The sample can not be authorized until this field is populated with a date.

“Click” the Save [ icon. To create an entry for another test method, “click” the New [}
icon and repeat the process.
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Selecting Testers

A tester must be assigned for each Test Method listed on the Tests tab before data can be
entered for the test method.

¥ AASHTO SiteManager

File Edit Services ‘Window Help
BHilY D= 9=

ﬂ Maintain Sample Information

Eazic Sample Data T Addi Sample Data Contract i Other Tests

Sample |R071123412345

Test Method Sample Test Nbr Test Description
.t"-.ir Content of Concrete

Test Method: [T152+1 [&ir Cortent of Concrete
Lab 1D: [D04Field |Laporte District Field
Sample Test Nbr: |1 Assigned Date: IW
Charge Amount: | $.00 Physical Completion Date: [00/00/00
INDOT Review Date: [00/00/00

“Click” on the appropriate Test Method. Verify it corresponds to the appropriate
Sample Test Nbr.

¥ AASHTO SiteManager

File Edit BEREEN Window  Help

m Process Status

Basic Contract i Other Tests

Hanble ChrbShift+T

EnterView Test Data  Ctrl+Shift+Y
Te nterfliew Test Data. Cr I Test Description
ntent of Concrete

“Click” on Services located on the toolbar.
“Click” on Testers.
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File Edit Services Window Help

EREET D g™

ﬂ Sample Testers
Sample RO71123412345 Test Method T152-1 Sample Test Nbr |‘I—

Tester ID Tester Name Last Modified
User Id D ate

Filter Search

The Sample Testers window opens showing the.
Tester ID: Is the unique SiteManager ID number associated to the Tester.
Tester Name: Is the SiteManager user associated to the Tester ID.

Last Modified User Id: This field is automatically populated by SiteManager with the
last person who modifies this record.

Last Modified Date: This field is automatically populated by SiteManager with the date
that this record was modified.

To enter the appropriate Tester “Right-click” on the Tester ID field.

“Right-click” on Search.

E Search Window rz|

[d90hston Stane, Hurley b

|d30imar Marran, Ima

90w ate waters, Misty

(EEE=] Reel, Rod M.

[d30tsoce Soccaor, Theo

[tcyyitz ‘itzhak, Yancy

[taxsredd Redd, Scarlst

wpdte  fupdate | ]

| e
Cancel

Use the Scroll or Find/Filter/Sort technique to locate the appropriate tester’s name.

“Double-click”™ on the appropriate tester name. Then “click” on OK.
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ERME D=l

S
ﬂ Sample Testers
Sample |RO71123412345 Test Method T152-w1 Sample Test Nbr |‘I—
Tester ID Tester Name Last Modified

User Id Date

 Lipdate

“Click” the Save & button located on the toolbar. Then “click” on the Close & button
located on the toolbar

After testers have been assigned to all test methods, “click” on the Basic Sample Data
tab.

¥ AASHTO SiteManager

File Edit Services Window Help

EREE D™ @k

ﬂ Maintain Sample Information

- Basic Sample Data T addd Sample Data Contract i Other ¥ Tests
Sample ID: [R071123412345 Status] Pending | I
Revised By: | Revising;| Complete s
Fail
e o F'"""g
Sample Type: |Verificati0n Testing ﬂ Acceptance Metho Eeees —
Material: [F0ZMO00010 |PCC. Class & v
= - < >
INDD}&;:&!‘: |dSDbc:I|p |Ellpper, Buzz
P/5-Mnfecti: |4 Ready Mix Co. |COMCaT S
Type: |EIDNE City: |Enter City Here
Prod Hm: | Geog Area: |Other States beyond B0 Miles |
Lot/Sublot: |01/1
Reprezented Qty: | 15300 | Cubic Meter [m™3] (51] ]| INDOT
Auth By: | Auth Date: |00/00/00

“Select” Pending from the Status drop-down list.

“Click” the Save & icon.
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Entering Test Data

Data associated to tests will be entered in test templates by the tester.

Note: Use the TAB key and NOT the mouse to navigate through the fields to enter the
data. Otherwise, the results might not calculate correctly.

¥ AASHTO SiteManager

File Edit Services Window Help

ERTE Deeagd @k

ﬂ Maintain Sample Information

Basic Sample Data T Addd Sample Data Contract i Other i Tests

Sample |R071123412345

Type 1D
|Effedive Date (mmiddiyy) ﬂ 05/22/04

Before entering the data, the tester will open the sample and navigate to the Other tab to
determine the Effective Date for the material, if applicable.

¥ AASHTO SiteManager

File Edit BEREEN Window  Help

M Process Status

Basic

Contract

Sample Testers Chrl+Shift+T

EnterfView Test Data  Ctrl+Shift+y P
Te T . Test Description
ntent of Concrete

Test Method: [T152-1 [&ir Content of Concrete
Lab 1D: [D04Field |Laporte District Field
Sample Test Nbr: [{ Aszsigned Date: ’W
Charge Amount: | $.00 Physical Completion Date: [00/00/00
INDOT Review Date: [00/00/00

Data must be entered into a material template for each test method associated to the
sample record.

“Click” on the appropriate Test Method. Verify the correct Sample Test Nbr is chosen.
“Click” on Services located on the toolbar.

“Click” on Enter/View Test Data.
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¥ AASHTO SiteManager
File Edit Services ‘Window Help

R = i
¥ Material Test Template Usage

Sample ID : Test Method : ’7 Test Humber: ’17
Material Code : Mix Type : ’7

05/22/04 -

Effective Date:

SHLY MIXED CONCRETE by the PRESSURE METHOD
Specification Limits
Minimum M aximum

Truck
I-Gross L
Aggregate Comection I

Percent Air Net* | 0o % |5.D |8.D

FINAL TEST RESULTS [ pacs

I FAIL
IINFOD

REVIEWER ID

The Material Test Template Usage window will appear.

There are three types of material templates utilized by INDOT that are described below:
a. Test Template (Test Method)
b. Specification Test Template
c. Material Template

Specification Test Template: Data, entered or calculated, is compared to specification
limits. The Effective Date field is available.

“Click” on the Effective Date drop-down list box and “click” on the appropriate
Effective Date. The specification limits corresponding to the material and the Effective
Date will automatically be populated.

Percent of Air-Gross 45 %
Aggregate Comection K

Percent Air Het* | 42 % |5.D |8.D

FINAL TEST RESULTS

As the test is performed, “enter” the data in the appropriate fields of the template. Use the
TAB key and NOT the mouse to navigate through the fields and enter the data. If a

failure occurs, an asterisk (*) will appear to the right of the label and the Label will turn
red.
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¥ AASHTO SiteManager
File Edit Services ‘Window Help

R = = e
¥ Material Test Template Usage

Sample ID : ’7 Test Method : ’7 Test Humber: ’17
Material Code : Mix Type : ’7

Effective Date:| 05/22/04 =

AIR CONTENT of FRESHLY MIXED COMCRETE by the PRESSURE METHOD
Test Data Specification Limits
Minimum M aximum

Revolutions in Truck

70
Percent of Air-Gross E7 %
2%

Aggregate Comection

Percent Air Net

65 % 5.0 [2.0

FINAL TEST RESULTS | pass

I FAIL
JINFO

REVIEWER ID  |update

“Click” on the appropriate radio button, PASS, FAIL or INFO, from the Results field.
“Enter” the tester’s supervisor’s SM User ID in the Reviewer ID field.
“Click” the Save I icon. “Click” the Close & icon on the toolbar to exit this window.

Effective Date: l—Ll

Date Broken 05/25/05 MM /DD 7YYYY —

Age of Beam | 4 DAYS
Beam Width | 155 Milimeter (SI)
BeamDepth | 153, Milimeter [SI)

INDOT Beam Breakers are 457.2m
Mazimum Load 3050 Mewtan

Flexural Strength 354 Kilopascal
Round to Hearest 5 Kpa 385 Kilopascal

FINAL TEST RESULTS |5 pass
I FAIL
JINFO

REVIEWER ID d30bclid
v

Test Template: Data, entered or calculated, is not compared to specification limits. A
message within the template will indicate when the results are to be entered into another
template. The Effective Date field is not available.

As the test 1s performed, “enter” the data in the appropriate fields of the template. Use the
TAB key and NOT the mouse to navigate through the fields and enter the data.

“Enter” the tester’s supervisor’s UserlID in the Reviewer ID field.

“Click” the Save H icon. “Click” the Close & icon on the toolbar to exit this window.
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¥ AASHTO SiteManager
File Edit Services Window Help

EREEES- D

ﬂ Material Test Template Usage

Sample ID : Test Method : ’7 Test Number: ’17
M aterial Code : Mix Type :

CERTIFICATION DATA
General Information
Type of Certification {777 «

ATTACH CERTIFICATION TO SAMPLE

REVIEWER ID d30bclip

Material Template: Material data will be entered. Examples include check lists, batch
numbers, lot numbers and A, D, J, M, P, Q, S, W numbers. The Effective Date field is
not available.

“Enter” the data in the appropriate fields of the template. Use the TAB key and NOT the
mouse to navigate through the fields and enter the data.

Remarks: Additional information about a template can be made in the Remarks
balloon. “Click” on the Remarks £~ icon on the toolbar. Enter remarks

The Remarks (General Remarks) window opens. “Enter” the additional information
here. “Click” on the Remarks %~ icon to close this window.

Notice that the Remarks & balloon has lines in it. This indicates that there is a remark
in the balloon.

Attachments: do not place attachments in the test/material template window.
Attachments shall be placed on the Basic Sample Data tab window. See document A-2-
11-2 Attaching a Document to a Correspondence Log for details on attaching
documents.

“Enter” the tester’s supervisor’s UserID in the Reviewer ID field.

After all information is entered on this template, carefully review it. After the information
is reviewed and correct, save the information by “clicking” the Save E button.

“Click” the Close & icon on the toolbar to exit this window.
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¥ AASHTO SiteManager

File Edit Services MWindow Help

EREE D= g-

ﬂ Maintain Sample Information

" Basic Sample Data T addd Sample Data Contract i Other Tests

Sample |R071123412345

Test Method Sample Test Nbr Test Description
.t"n.ir Content of Concrete

Test Method: [T152+1 [&ir Cortert of Concrete
Lab ID: |D04Field |Laporte District Field
Sample Test Nbr: [1 Asszigned Date: ’W
Charge Amount: | .00 Physical Completion Date: W
INDOT Review Date: [00/00/00

Physical Completion Date: The Physical Completion Date field is populated by the
Tester when the test is complete and ready for review.

“Click” the Save & icon.

If additional test method data needs to be entered, “click” on the appropriate Test
Method and repeat this process.

“Click” the Close & icon to exit this window.
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F-S Tests Tab — Group Exercise

Log into SiteManager:  update

Password: pass

Navigate from the Main Panel:

“Double-click” on Materials Management (+) icon
“Double-click” on Sampling and Testing (+) icon
“Double-click” on Sample Information icon

Select Sample ID: R087123498765

“Click” on the Test Tab

Enter the following information:

Test Method: T152-v1
Lab ID: DO07Field
Sample Test Nbr: 1

“Click” on Save located on the toolbar
“Click” on Services located on the toolbar
“Click” on Testers

“Select” Tester ID: Update
“Click” on Save located on the toolbar
“Click” on Close located on the toolbar
Change “Click” on Save located on the toolbar to 12/01/07
“Click” on Save located on the toolbar.
“Click” on the Basic Sample Data Tab
Change: Status to Pending

“Click” on Save located on the toolbar
“Click” on the Test Tab

“Click” on Services located on the toolbar
“Click” on Enter/View Test Data

Select Effective Date: 05/22/04
“Enter” Revolutions in Truck: 70
“Enter” Percent of Air-Gross 7.0
“Enter” Aggregate Correction: 0.2
“Enter” FINAL TEST RESULT: Pass
“Enter” REVIEWER ID: update

“Click” on Save located on the toolbar

“Click” on Close located on the toolbar

“Enter” Physical Completion Date:  12/01/07
“Click” on Save located on the toolbar
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Supervisor’s Review of Test and Material Data

The Tester’s supervisor will review the test method information after the tests are
complete.

The reviewer can obtain the list of test methods to be reviewed by running the
Supervisor Sample Review report.

¥ AASHTO SiteManager

File Edit Services Window Help

EREY Dl @

- Basic Sample Data "'M‘"'W‘ Other T Tests
Sample ID: RO71123412345 R ES e nding.
Revized By: | Revising: | Sample Date: [11/29/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: |Verificati0n Testing ﬂ Acceptance Melhod:|Test Fesultz ﬂ
Material: [702MO0010 |PCE, Class &
INDOT. Samler {31bcip [ipper, Buzz
P/5-Mnfctr: A Ready Mix Co. |COMCaT S
Type: |EIDNE City: |Enter City Here
Prod Hm: | Geog Area: |Other States beyond B0 Miles 3|
Lot/Sublot: [11/1
Reprezented Qty: | 15300 | Cubic: Meter [m™3) [51] 3| INDOT
Auth By: | Auth Date: [00/00/00

Select the appropriate Sample ID.

¥ AASHTO SiteManager

File Edit Services ‘Window Help
Bl D= agld @
¥ Maintain Sample Information

*  Basic Sample Data T Addd Sample Data Contract i Other Tests

Sample |R071123412345

“Click” on the Other tab. Note the Effective Date. This date will be used to verify the
same date is used for the Effective Date in the test templates.
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¥ AASHTO SiteManager

File  Edit =N Window  Help

5

M Process Status

" Basic Contract
Sample Testers

Test Description

E

Test Method: [T152+1 [&ir Content of Concrete

Lab ID: |D04Field |Laporte District Field
Sample Test Nbr: [1

Aszsigned Date: |11/29/07

Physical Completion Date: |11/30/07
INDDT Review Date: |00/00/00

“Click” the Tests tab.

Charge Amount: | $.00

“Click” on the appropriate Test Method to be reviewed, located in the top panel.

“Click” on Services located on the toolbar.
“Click” on Enter View Test Data.

¥ AASHTO SiteManager

File Edit Services \indow Help

ERFTEE OF

Sample ID : Test Method - Test Humber: |1 File Edit Services

Revolutions in Truck 70

ﬂ Material Test Template Usage ﬂ AASHTO SiteManager,

Window  Help
Material Code : Mix Type - H 8 - J [z
Effective Date:| 05/22/04  ~ M1 Material Test Template Usage
Sample ID - Test Method - T
AIR CONTENT of FRESHLY MIXED CONCRETE by the PRESSURE METHOD ample o= Hetad =] i
Test Data Specification Limits Material Code : Mix Type :
Minimum M aximum

Percent of Air-Gross B7 %

Percent Air HNet | EE % |5.D |8.U

. CERTIFICATION DATA
General Information
Aggregate Comrection 2 E

Type of Certification  [SER——_\1 ~

ATTACH CERTIFICATION TO SAMPLE

FINAL TEST RESULTS

REVIEWER ID d30bclip

REVIEWER ID
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When the Enter View Test Data window appears, verify the Effective Date populated
matches the Effective Date that is located on the Other tab if applicable.
The Effective Date field will not appear on all templates.

¥ AASHTO SiteManager
File Edit Services Window Help

R = = e
¥ Material Test Template Usage

Sample ID : ’7 Test Method : ’7 Test Number: ’17
Material Code : Mix Type :

Effective Date:| 05/22/04 =

AIR CONTENT of FRESHLY MIXED COMCRETE by the PRESSURE METHOD
Test Data Specification Limits

Minimum M aximum

Revolutions in Truck 70
Percent of Air-Gross B7 %
Aggregate Comection 2 %

Percent Air Net

En
o
&2

[0 fo

FINAL TEST RESULTS

REVIEWER ID  |update

Scroll through the template and verify that all the data is valid for the material, DO NOT
USE THE TAB BUTTON. Also verify that the correct Final Test Results is selected, if
applicable. If the data does not appear valid, then the reviewer shall consult with the
tester. The reviewer shall not change the data. Only the Tester will modify the data.

After reviewing the template, “click” on the Close & button located on the toolbar to exit
the Material Test Template Usage window.
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¥ AASHTO SiteManager

File Edit Services MWindow Help
REY Dee=ald

ﬂ Maintain Sample Information

* Basic Sample Data T addd Sample Data Contract i Other Tests

Sample |R071123412345

Test Method Sample Test Nbr Test Description
.t"n.ir Content of Concrete

Test Method: [T152+1 [&ir Cortert of Concrete
Lab ID: |D04Field |Laporte District Field
Sample Test Nbr: [1 Asszigned Date: ’W
Charge Amount: | .00 Physical Completion Date: ’W
INDOT Review Date: [11/30/07

Review Date: The Review Date field is populated by the tester’s supervisor after the test
results have been reviewed. When the PE/S is the tester, the PE/S enters this date. When
the lab supervisor is the tester, the lab supervisor enters this date. The sample can not be
authorized until this field is populated with a date.

“Enter” the date the Test Method is reviewed in the Review Date field.

“Click” the Save B button located on the toolbar.
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Final Review and Authorization of a Sample Record
Final Review of a Sample Record

Before a sample record can be authorized, certain fields within the sample record shall be
reviewed to ensure that they have been populated correctly. These fields include:

Basic Sample Data tab
e Sample Type
e Acceptance Method
e Material

Contract tab
¢ Project and Line Number
e Represented Quantity

Other tab
e Verify the Effective Date corresponds with the material’s effective date

Tests tab
e Appropriate Tests Methods are populated
e Verify the Effective Date corresponds with the material’s effective date for each
Test Method
® Check the Final Test Results status
e Review Date is populated for each Test Method

If the information is incorrect, notify the user who entered the incorrect information and
direct them to correct the data.
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Authorizing a Sample Record

A sample record will be locked and not editable when it is authorized. If the record needs
to be corrected after it has been authorized, then it needs to be revised. Refer to the
Revising a Sample Record.

The Authorizer will run the Unauthorized Samples report to find what samples are
ready to authorize.

¥ AASHTO SiteManager

File Edit Services ‘Window Help

EREE D™ Bk

ﬂ Maintain Sample Information
- Basic Sample Data 'IIM'IIW’T"’ Tests
Sample ID: |HD?112341 2345 Status]| Conmplete -
Revised By: | Revizing;| -
Link To: | Link From: :Lding
Sample Type: |Verificati0n Testing ﬂ A pt. Metho Spaces
Material: [F0ZMO0010 |PCE, Class A v
INDOT, Sampler | i50bcin [Clipper, Buzz s 4
P#5 -Mnfct: |2 Ready Mis Co. |CONCamS
Type: |EIDNE City: |Enter City Here
Prod Hm: | Geog Area: |Other States beyond B0 Miles 3|
Lot/Sublot: |01/1
Represented Qty: | 15,300 | Cubic Meter (m™3] [S1] =l INDDT
Auth By: | Auth Date: [00/00/00

Open the appropriate Sample ID. Review the information in the Sample Record. Return
to the Basic Sample Data tab when all information is correct.
“Click” on the appropriate Status from the Status drop-down list.

¥ AASHTO SiteManager
File Edit BSEEEN Window Help
H Remarks Chrl+-Al+HR.
M Attachments
= Process Status L =
[ Basic ! I Ctrl+Shift+2 [ Contract i Other i Tests
¢ LabReport Chrl+Shift+L wl Shatus TR
R ) Revising: | Sample Date: [11/29/07
| Link From: | Log Date: [00/00/00
Samp  Copy Sample Chrl+5hift+C zl Acceptance Melhod:| Test Results j
1 |PCC, Class &
INDOT Sampler [4q0pcip [Clipper, Buzz
P/5S-Mnfctr: |2 Ready Mix Co. |CONCam S
Type: |EIDNE City: |Enter City Here
Prod Nm: | Geog Area: |Other States beyond B0 Miles |
Lot/Sublot: |01
Reprezented Qty: | 18,300 | Cubic: Meter [m™3] [51] | INDDT
Auth By: | Auth Date: [00/00/00

“Click” on Services and “click” Authorize located on the drop-down list.
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¥ AASHTO SiteManager

File £ Services  Window  Help

EREE D™ Bk

ﬂ Maintain Sample Information
- Basic Sample Data 'IIM'IIW’T"’ Tests
Sample ID: [R071123412345 Status Complets
Revized By: | Revising: | Sample Date: [11/29/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: [‘\/erification Testing Acceptance Melhod:|Test Results
Material: [F02M00010 i |PCLC. Class &
INDOT Samplet (4qnbefp [Clipper, Buzz
P#5-Mnfetr: & Ready Mix Co. [CONCante
Type: |EIDNE City: |Enter City Here
Prod Nm: | Geog Area: [Other States beyond 60 Miles
Lot/Sublot: |01/1
Represented Qty: | 15.300 [Cubic Meter [m™3] (S1) INDOT
Auth By: |update Auth Date: [11/20/07

The Authorized By (Auth By) and Authorization Date (Auth Date) fields are
automatically populated. “Click” on the Save & icon.

AASHTO SiteManager,

@ Authorization requires that tests, i any, must be completed,

When there is a test method that does not have the Review Date populated, this message
will appear when the user tries to save an authorization.

Navigate to the Tests tab to verify which Test Method does not have the Review Date
field populated.

Direct the appropriate user to populate this field before authorizing the sample record.
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F-5 Authorizing a Sample ID — Group Exercise

Log into SiteManager: update
Password: pass

Navigate from the Main Panel:

“Double-click” on Materials Management (+) icon
“Double-click” on Sampling and Testing (+) icon
“Double-click” on Sample Information icon

Select Sample ID: R087123498765

View the information on each tab, verifying that the information is correct.
“Click” on the Tests Tab

“Click” on Services located on the toolbar

“Click” on Enter/View Test Data

Verify that the information is correct. Do NOT change any of the information or use the
tab key to view the information.

“Click” on the Close button located on the toolbar

“Enter” Review Date:  12/02/07

“Click” on Save located on the toolbar

“Click” on the Basic Sample Data Tab

Change the Status to Complete

“Click” on Services located on the toolbar

“Click” on Save located on the toolbar.

“Click” on Authorize located on the toolbar

“Click” on Close located on the toolbar
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Linking Sample Records

Linking creates an audit trail for sample records that are related by material and test
results. A sample record can only be linked to one other sample record. This process can
be repeated, creating a chain affect. No data is shared between the linked sample records.

Correct Usage of Linking
Sample Sample Sample Sample Sample
Record 1 Record 2 Record 3 Record 4 Record 4
Lot 1 Lot 1 Lot 1 Lot 1 Lot 1
Sublot 1 Sublot 2 Sublot 3 Sublot 4 Averages
Incorrect Usage of Linking
Sample Sample Sample Sample
Record 1 Record 2 Record 3 Record 4
Sample Sample
Record 5 Record 6

Only use the linking function located on the Basic Sample Data tab to link
Sublots and Lots together.

Samples can only be linked before they are authorized.

All other linking of sample records shall be done in the Other tab.

oL SiteManager Panel

ki ain Panel b aterialz b anagement]+]

Sampling and Testing[+]

Find Sample

Sample
| nfarmatian

Sampling &
Teszting
Requirernents

“Double-click” on the Sample Information icon.
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¥ AASHTO SiteManager

File Services Window Help
BiEg De=EE B
ﬂ Maintain Sample lnation

- Basic Sample Data '-IMH;IW’T“’ Tests
Sample ID: [R071123412345 Status{Complete
Revized By: | Revising: | Sample Date: [11/29/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: [‘\/erification Testing Acceptance Melhod:|Test Fiesults
Material: [F02MO0010 |PCE, Class &
INDOT Sambler aghcip [iipper, Buzz
P/5-Mnfcti: [An Ready Mis Co. |COMCaT S
Type: |CDNC City: |Enter City Here
Prod Hm: | Geog Area: [Other States beyond 60 Miles

Lot/Sublot: |11/

Represented Qty: 15,300 [Cubic Meter (m™3] [51] INDOT

Auth By: |update Auth Date: [11/30/07

“Click” on the Open & button located on the toolbar.

K

™ select Sample
Selection

r& Sample |

Find: |
Sample

Sample ID Matenal Code M aterial Hame Producer Supplier Code Producer Sug #
RO70402211111 7200010 PCE, Clazs & COMCA0 3 Aru Ready Mix Ca.
RO71123412345 FCLC, Clazz & A Ready Mix Co.

CONCIM S
RO71277112345 401034513 A , Cat4 |HMa302

: Lp Paving

RO7 137071 0027 Dol Bar, Gr 300, 32 0093845
RO71373000001 91310200 Construction Warning Light, Tupe & 8304 Empco-Lite Co
RO71373010001 80100120 Construction Signz. Type C 3337 Contractor

-
< >

OK Cancel

Use the Scroll or Find/Filter/Sort technique to locate the appropriate Sample ID.

“Double-click” on the appropriate Sample ID.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help
BREY D> QO

ﬂ Maintain Sample Information

- Basic Sample Data 'IIM‘"IW’T"’ Tests
Sample ID: [RO71277112345 Status] Spaces =l
Revized By: | Revizing: | Sample Date: [09/22/06
Link To: | | Link From:| Log Date: [00/00/30
Sample Type:  [Acceptand Filter Search Acceptance Method: Test Flesults |
Material: [401M3451] OC/04 HMa 25.0mm (1 in) Base, Cat 4
INDD}&;:&:‘: [d30bmart | artingz, Benjamin
P/S-Mnfch: [Black Side [HrMag12
Type: ’W | City: |Enter City Here
Prod Hm: | Geog Area: |Spaces 3|
Lot/Sublot: |01/1
Reprezented Qty: | B00.000 | TOM [English] 3| INDOT
Auth By: | Auth Date: [00/00/00

“Right-click” on the Link To field and “click” on Search.

¥ Search Window §|

Sample ID | Material Code  Producer Supplier Code -
4,-401 b 34513 4034513 |

[dA0bcliplEz1 234 [401M34513 HMAS01T

[d30bclplE1 2346 [401M 34513 HMAS01T
[FO71277112345  [401M34513 HM&3012
[d30UserDB00001 |40 M 34513 HM&5017
[d30bcip0E21 235 [401M34513 HM23011

[E-A0TM3dETd  [A01M34514 |

Use the Scroll or Find/Filter/Sort technique to locate the appropriate Sample ID.
“Double-click” on the appropriate Sample ID.
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¥ AASHTO SiteManager

File Edit Services Window Help
Bil% DEecesd O

ﬂ Maintain Sample Information

- Basic Sample Data T addd Sample Data Contract i Other

Tests
Sample ID: [R071277112345 Status| Spaces |
Revized By: | Revising: | Sample Date: [03/22/06
Link To: FOE1277112345 Link From: | Log Date: [00/00/00
Sample Type: |Acceptance Testing ﬂ Acceptance Melhod:|Test Fesultz ﬂ
Material: (401034513 |GC/04 HMA& 25.0mm [1 in) Base, Cat 4
INDD}&%EE::! |d90brnart Martinez, Benjamin
P/5-Mnfectr: [Black Side Up Paving |HMa5012
Type: |HMA City: |Enter City Here
Prod Nm: | Geog Area: |Spaces 3|
Lot/Sublot: 01141
Reprezented Qty: | B00.000 [ TOM [English 3| INDDT
Auth By: | Auth Date: [00/00/00

The Link To: field is populated with the selected Sample ID.
“Click” the Save H button.

¥ AASHTO SiteManager

File Edit Services Window Help

Bie D= - O

- Basic Sample Data Addtl Sample Data Contract i Other

Tests
Sample ID: [RO071277112345 Status| Spaces 3|
Revized By: | Revising: | Sample Date: [09/22/06
Link To: [ ! Link From: | Log Date: [00/00/00
Sample Type: |Acceptance Testing ﬂ Acceptance Melhod:|Test Fesultz ﬂ
Matenal: |4D1 134513 |QE.-"QA Hbda 25, 0mm [1 in) Base, Cat 4
INDD}&;:&:‘: |d30bmar: [Martinez, Benjamin
P#S-Mnfetr: [Black Side Up Paving |HMA3012
Type: |HMA City: |Enter City Here
Prod Nm: | Geog Area: |Spaces |
Lot/Sublot: |01/1
Represented ty: | £00.000 | TON (English] | INDDT
Auth By: | Auth Date: [00/00/00

“Click” on the Open & button.
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ﬂ Select Sample

X

R055512300100
ROG1277112345
ROB4332188888

91315230

702M 00010

Selection
@ Sample |
Find : |
Sample
[ Sample ID Material Code Material Hame Producer Supplier Code Producer Suj ~
RO47100112340 9044 00690 CA, Class A, C5, 8

Traffic Signal. Loop “ire
QC/04 HiA 25.0mm [1 in) Baze, Cat 4

HMA3012

0K Cancel

 Lp
PCLC, Class & COMCH01 8 A Ready Mix Co.

ROE4332199339 70200010 PCC. Class & COMCIME Barmy White Concrete Co.

RO70123412345 702+ 00010 PCLC. Class & COMCS018 Ay Ready Mix Co.

v

< ¥

Locate the Sample ID that was linked in the original sample record. Use the Scroll or

Find/Filter/Sort technique to locate the appropriate Sample ID.
“Double-click” on the appropriate Sample ID.

¥ AASHTO SiteManager

File Edit Services Window Help

EREE D™ O

- Basic Sample Data

ﬂ Maintain Sample Information

Addil Sample Data

Reprezented Qty:
Auth By:

Contract Other Tests
Sample ID: [RO51277112345 Status;
Revized By: | Revising: | Sample Date: [09/22/06
Link To: | Link From: [R071277112345 Log Date: [09/22/06
Sample Type: |Acceptance Testing ﬂ Acceptance Melhod:|Test Fesultz ﬂ
Matenal: |4D1 134513 |QE.-"QA Hbda 25, 0mm [1 in) Base, Cat 4
INDD}&;:&:‘: |d30bmar: [Martinez, Benjamin
P#S-Mnfetr: [Black Side Up Paving |HMA3012
Type: |HMA City: |Enter City Here
Prod Nm: | Geog Area: |Spaces |
Lot/Sublot: |01/1

[ £00.000 [TON (Engiish]

=]

INDOT

Auth Date: |00/00/00

The Link From field will automatically be populated with the Sample ID of the original

sample record.

“Click” the Close & button to exit the Maintain Sample Information window.
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F-5 Individual Exercise — Linking Record

In the following exercise, you will Link sample records that are involved in appeal tests.
Sample record R043918633330 is being linked to sample record R043918633335.

Log into SM with User ID: update
Password pass

Navigation from Main Panel:

Double-click on Materials Management (+) icon
Double-click on Sampling and Testing (+) icon
Double-click on Sample Information icon

Click the Open button located on the toolbar

Sample ID Select: R043918633330
Click OK

“Right-click” on the Link To field and “click” on Search

Select Sample Id R043918633335

Sample Date: “Enter” in today’s date.
“Click” the OK button.

“Click” the Save button.
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Revising a Sample Record

When an authorized sample record requires corrections, the user shall utilize the revise
function. This will create a new record with all information copied from the original
record, except for date fields, lab ID’s, assigned testers, and authorizer’s information.
The Status field on the authorized record will automatically change to Void and will not
count toward any sampling and testing requirements.

A sample record can only be revised once, but the revision can also be revised one time
creating a chain of revisions.

Do not revise a Master Sample Record (A-000M00000).

o SiteManager Panel
Main Panel T b aterialz b anagement(+] ]
& R EH
Contract Caily ook Contractar Change Material:  EeREEEEE
Administration[+]  Reports(+] Fayrnents(+] Orders(+] M anagemnent[+]

tain Panel T Materials Management(+) T Sampling and Testingl+]

g 3 w5

b aterial Contract 5 arnplir‘ug_a_r‘uj Process List
Information(+]  kdaterials(+] Liztz(+] Testing[+]

T Sampling and Testing[+]

Sample Find Sample Sampling &
Infarmation Teszting
Requirements

“Double-click” on the Sample Information icon.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

EREY D™ O

ﬂ Maintain Sample
- Basic Sample Data 'M‘EW’T'? Tests
Sample ID: | Status]Spaces =l
Revized By: | Revizing: | Sample Date: [11/30/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: | _~| Acceptance Method: Spaces |
Material: | |
e j
P/5-Mnfchr: |
Type: | Cil_v:|
Prod Hm: | Geog Area: |Spaces 3|
Lot/Sublot: |
Represented Qty: | 000 | =] INDOT
Auth By: | Auth Date: [00/00/00

“Click” on the Open & button located on the tool bar.

ﬂ Select Sample

x)

Selection
Sample |
Find : |
Sample
Sample ID Material Code M aterial Hame Producer Supplier Code Producer Suf »~
RO7137010027 910M00350 Dowel Bar, Gr 300, 32 009845
10000 { 10200 ion Yarning Light, Type A Empeo-Lil
RO713730100071 80100120 Construction Signs, Type C 99597 Contractor
RO71373010002 91 3k410200 Construction ‘Warning Light, Type & 8304 Empco-Lite Co
RO71373010003 913M10200 Construction %/ aming Light, Type & 8304 Empco-Lite Co
RO71373010004 80100120 Construction Signs, Type C 99597 Contractor
v
< ¥

0K Cancel

“Double-click” on the Sample ID of the authorized sample record that will be revised.
Use the Scroll or Find/Filter/Sort technique, if applicable.
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¥ AASHTO SiteManager

File E Services Window Help
ReEY D> O

ﬂ Maintain Sample Information

- Basic Sample Data "IMFW’T% Tests
Sample ID: |R071373000001 Status Complete
Revized By: | Revising: | Sample Date: [08/14/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: lﬁcceptance Testing Acceptance Melhod:[‘\/isual Inzpection
Material: |91 310200 |E0nstruc:ti0n ‘wiarning Light, Type &
INDD}&;:&:‘: |dalers |doug alewander
P#S-Mnfet: [EmpeoeLite Co 8304
Type: [X'XXX City: |N0 Address Found.
Prod Hm: | Geog Area: 5100
Lot/Sublot: |
Represented Qty: | 4.000 [EACH INDOT
Auth By: |dales Auth Date: [09/11/07

All the fields will be gray indicating the sample record has been authorized. If all the
fields are not gray, the sample is not locked and still editable.

¥ AASHTO SiteManager

File Window  Help
H Remarks Chrl+-Al+R
M Attachments
= Process Status L =
[ Basic ! [ Contract i Other i Tests

< Lab Report Chrl+Shift+L — Status:|CompIete
R: i Hevising:| Sample Date: |08/14/07
|1 Link From: | Log Date: |00/00/00
Samp  Copy Sample Chrl+5hift+C i Acceptance Melhod:[‘\/isual Inzpection

Disposition Remarks  Cerl+Shift+0

B |E0nstruc:ti0n warning Light, Type &

INDOT Sampler

7 Witness: |dales |doug alewander
P/5-Mnfctr: Empeo-Lite Co =304
Type: (o4 City: Mo Address Found.
Prod Hm: | Geog Area: 5100
Lot/Sublot: |
Represented Qty: | 4.000 [EACH INDOT
Auth By: |dalex Auth Date: [09/11/07

“Click” on Services located on the menu bar.

“Click” Revise located on the drop-down list
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¥ AASHTO SiteManager

File Edit Services MWindow Help

EREE D™ O

ﬂ Maintain Sample Information
- Basic Sample Data 'IIM'IIW’T"’ Tests
Sample ID: |F071373000002 5
Revised By: | Revising: 071373000001 Sample Date: [03/14/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: |Acceptance Testing ﬂ Acceptance Melhod:|VisuaI Inspection ﬂ
Material: |91 k10200 |C0nstruc:ti0n ‘Wwiarning Light, Type &
INDD}&;:&:‘: |dales |doug alewandsr
P#5-Mnfetr: [Empeo-Lite Co [3304
Type: PQW City: |N0 Address Found.
Prod Nm: | Geog Area: |£100 =l
Lot/Sublot: |
Represented Qty: | 4.000 [EACH =] INDOT
Auth By: | Auth Date: [00/00/00

The person who revises the sample record will use his/her submitter number and
sequence number to establish the Sample ID of the revised sample record.
“Type” in the new Sample ID and make corrections to the sample record.
Review the information in every field on each tab.

Enter the correct information.

ﬂ Maintain Sample Information

Basic Sample Data T addd Sample Data Contract i Other Tests

Sample |R071373000002

Test Method Sample Test Nbr Test Description

Test Method: [Sh1001-v1 MWisual Inspection
Lab ID: |0 Field |Crawfordsville District Field
Sample Test Nbr: [00001 Aszsigned Date: ’W
Charge Amount: | $.00 Physical Completion Date: [00/00/00
INDOT Review Date: [00/00/00

Note: In the Tests Tab all date fields default to 00/00/00 and the Testers are no longer
associated to the Test Methods on the Test tab on the new sample record.

“Click” the Save & button on the tool bar.
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¥ AASHTO SiteManager

GIEN Edit Services ‘Window Help

Open Chr+O P n [;] W

Close Chrl+F4
Mew Chrl+ . -
Addtl 5 ample D ata [ Contract i Other i Tests
Save Chrl+5
el S 73000002 St e _~
Print Setup Cerl+U Revizing: R 071373000001 Sample Date: |08/14/07
Prink Preview  Crl+i 002002 (s e Lo i PR
Print CtrH+P ink From: | o el
e ptance Testing ~| Acceptance Melhod:|VisuaI Inspection ﬂ
10200 |E0nstruc:ti0n ‘wiaring Light, Type &
Exit Alt+F4
TS |doug alexander
P#5-Mnfctr: |Ernpeo-Lite Co =304
Type: P¢¢¢< City: |N0 Address Found.
Prod Hm: | Geog Area: 5100 3|
Lot/Sublot: |
Represented Qty: | 4.000 [EACH =] INDOT
Auth By: | Auth Date: |00/00/00

“Click” on File located on the menu bar.
“Click” on Refresh located on the drop-down list.
Refer to the F-5-1-3 Final Review and Authorization of a Sample Record section of

this document to complete this process.

The original Sample ID is on the Basic Sample Data tab in the Revising field of the
revised sample record. The original Sample ID needs to be voided and disposition
remarks entered as to why the original Sample ID was revised.

“Click” the Open & button located on the tool bar.
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E Select Sample

X

Selection
Sample |
Find : |
Sample
Sample ID Material Code Material Mame Producer Supplier Code Producer Sup
ROF1277112345 4010434513 GC/QA HidA 25.0mm [1 in) Base, Cat 4 HMASD2 Elack Side Up Paving
ROF137010027 910M00350 . Gr 300, 32 JO03245
3 913m10200 Construction ' arming Light, Type A Empco-Lite Co
RO71373000002 913m10200 Construction W arning Light, Type & 8304 Empco-Lite Co
RO71373010001 BOMO0120 Conghuction Signs, Type C 9997 Contractor
RO71373010002 913M10200 Constuction ' arning Light, Type & 8304 Empco-Lite Co
v
< >

118 Cancel
“Double-click” on the original Sample ID.

A Disposition Remark must be entered on the original sample record to fully explain
why the original sample record is being revised.

¥ AASHTO SiteManager

File RN Window  Help
ﬁ Remarks Chrl+alk+R

M Attachments
- Process Status

- Basic ! Contract i Other Y Tests

¢ LabReport Chrl+Shift+L — Statusyoid
R ) Revizing: | Sample Date: [08/14/07
) Link From: | Log Date: [00/00/00
Samp  Copy Sample Chrl+5hift+C B Acceptance Melhod:f\lisual Inspection
Disposition Remarks  Cerl+-Shift+0 - |E0nstruc:ti0n AT R, T
INDD}&;:&!‘: |dalex |doug alewander
P/5-Mnfctr: [Ermpeo-Lite Co =304
Type: P¢¢¢< City: |N0 Address Found.
Prod Hm: | Geog Area: 5100
Lot/Sublot: |
Represented Qty: | 4.000 [EACH INDOT
Auth By: |dalex Auth Date: [09/11/07

“Click” on Services located on the menu bar in the Basic Sample Data tab.

“Click” on Disposition Remarks located on the drop-down list.

F-5 Page 68 of 76



¥ AASHTO SiteManager

File Services  Window  Help

ERMET D O

ﬂ Maintain Sample Information
- Basic Sample Data T addd Sample Data Contract i Other ¥ Tests
Remarks [Disposition] :
Sampl
Y'ou must enter in disposition remarks at this time. [
Revized Sample Date: |08/14/07
LinK Log Date: |00/00/00
Sample Ty ion
Mat
INDOT 5a
7 Wit
P/5-Mr =304
1 hd.
Prod-rom— woogrrea 5100
Lot/Sublot: |
Represented Qty: | 4.000 [EACH INDOT
Auth By: [dalex Auth Date: |09/11/07

Populate the Remarks (Disposition) window with the explanation for the revision of the
sample.

¥ AASHTO SiteManager

File EERUTEN indow  Help
H Remarks Chrl+Al+HR
w Attachments
= Process Status L —
[ Basic ! [ Contract i Other K Tests
« LabReport Chrl+5hift+L

remarks at this time

R Sample Date: |08/14/07
Log Date: |00/00/00

Samp  Copy Sample Chrl+5Shift+C ion
Disposition Remarks  Crl+Shift+0

£ Wik
P#5-Mn

INDOT 5a ‘

[ean4

T hd.

Prod-vm— weograrea: 6100
Lot/Sublot: |
Represented Oty: | 4.000 [EACH INDOT

Auth By: |dalex Auth Date: |09/11/07

Close the Remarks (Disposition) window by “Clicking” on the Services button and
“click” on Disposition Remarks.

Click” the Save B button to save the disposition remarks.
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¥ AASHTO SiteManager

File £ Services Window Help
ReEY D> O

™1 Maintain Sample Information

- Basic Sample Data "IMFW’T% Tests
Sample ID: [RO71372000001 Status:f/oid
Revised By: [R071373000002 Revising: | Sample Date: [08/14/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: Mcceptance Testing Acceptance Melhod:f\/isual Inspection
Material: |91 k10200 |E0nstruc:ti0n ‘wiarning Light, Type &
INDD}-&?‘:;';: |dalers |doug alewander
P/5-Mnfctr: [Ermpeo-Lite Co =304
Type: [X'XXX City: |N0 Address Found.
Prod Nm: | Geog Area: 5100
Lot/Sublot: |
Represented Qty: | 4.000 [EACH INDOT
Auth By: [dalex Auth Date: ’W

Notice that the Sample ID of the revising sample record appears in the Revised By field
of the original sample record.

“Click” the Close & button, located on the toolbar, to exit the Maintain Sample
Information window.
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F-5 Individual Exercise — Revise a record
In the following exercise, you will Revise a sample record R044910344445

Log into SM with User ID: update
Password pass

Navigation from Main Panel:

“Double-click” on Materials Management (+) icon
“Double-click” on Sampling and Testing (+) icon
“Double-click” on Sample Information icon

Click the Open button located on the toolbar
Sample ID Select: R044910344445
Click OK

“Click” on Services located on the menu bar.
“Click” Revise located on the drop-down list

Sample ID Enter: R044910344446
Status Select: Spaces

Sample Date Enter: Today’s date
Represented Qty Enter: 1000.0 m3
Contract Tab:

“Click” on New

Contract Select R-90011

Line Item Select 0007
Represented Qty Enter 1000.0

Save

Open Sample Id R044910344445

Basic Sample Data tab
“Click” on Services
“Click” Disposition Remarks located on the drop-down list

Enter: Enter disposition remarks here.

“Click” on Services
“Click” Disposition Remarks located on the drop-down list
“Click” Save



Copying a Sample Record

A new sample record can be created by copying an existing sample record. All sample
records can be copied.

When a sample record is copied, the following information will not be copied forward:
e Sample ID

All date fields

Test Method Lab ID’s

Testers assigned to each Test Method

Test Method template information

Authorizer information

Each field should be reviewed carefully when copying a sample record to make sure the
information is correct.

E SiteManager Panel

Main Panel b atenialz Management(+] ]
g [E i S X E
Contract Ciaily 4ok Contractor Change GEICIE N Accessonies(+]
Adminiztration[+]  Feports(+] Payments+] Orderz(+] M anagement(+]

“Double-click” on the Materials Management icon located on the Main Panel.

E SiteManager Panel

tain Panel T Materials Management[+] T Sampling and Tezting(+]
5 2 [ @ [2
M aterial Cantract Approved Miz Design(+] EREEWLGEEGEN Frocess List

Information[+] M aterials[+] Lists[+] Testing[+]

“Double-click” on the Sampling and Testing icon.

E SiteManager Panel

bl ain Panel

b aterials b anagement[+] T Sampling and Testing[+]

Sample Find Sample Sampling &
Infarmation Tezting
Requirements

“Double-click” on the Sample Information icon.
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¥ AASHTO SiteManager

File Services  Window  Help
Bi% DEe=-E Q1
ﬂ Maintain Sample I1ation
- Basic Sample Data 'IIM'IIW’T"’ Tests
Sample 1D: [R071373000001 Status:oid
Revised By: [R071373000002 Revising: | Sample Date: [08/14/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: lﬁcceptance Testing Acceptance Melhod:[‘\/isual Inspection
Material: |91 k10200 |C0nstruc:ti0n ‘Wwiarning Light, Type &
INDD}\gﬁ::;: |dalex |dowg alexander
P/5-Mnfcti: EmpeoLite Co =304
Type: (oo City: |No Address Found.
Prod Hm: | Geog Area: 5100
Lot/Sublot: |
Represented Qty: | 4.000 [EACH INDOT
Auth By: |dalsx Auth Date: [09/11/07

“Click” on the Open & button located on the tool bar.

™ select Sample

K

Selection
Sample |

Find: |

Sample
Sample ID Matenal Code M aterial Hame Producer Supplier Code Producer Sup ~

RO7137301022 20100045 Worksite Speed Limit Sign 9997 Cantractor

RO71373030017 SOERMO00T0 PCLCP for Full Depth Patching COMC1540

RO72198812345 71800010 Aggregate for Underdraing COMCI234 Mix'em Up Concrete

RO75 i) 40232721 HM& Intermediate 19.0mm(3/4 in),Tyee® | ]
RO71373010036 J10k00350 Dowel Bar, Gr 300, 32 JO09845

DM AGBASECLT Durmy Material so Find Sample Works

< >

OK Cancel

“Double-click” on the existing Sample ID to be copied.
Use the Scroll or Find/Filter/Sort technique, if applicable.
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¥ AASHTO SiteManager

File £ Services  Window  Help
BlE?d D" O
ﬂ Maintain Sample Information

Addtl Sample Data

- Basic Sample Data Contract Other

Tests

Sample ID: [RO7E402200010 Status Complete

Sample Date: |[11/03/07

Log Date: |00/00/00

Revized By: | Revising: |
Link To: | Link From: |
Sample Type: Mcceptance Testing Acceptance Melhod:|Eertific:ation

Material: |4D2M 3274 |H 4 Intermediate 19.0mm(3/4 in].(Type B]

INDOT Sampler

The selected sample record will open.

¥ AASHTO SiteManager

7 Witness: |dSDbc:Iip |Clipper, Buzz
P/5-Mnfchr: |
Type: |EIDNE City: |Enter City Here
Prod Nm: | Geog Area: [Spaces
Lot/Sublot: |
Represented Qty: | .000 |Megagrarn [S1] [Metric Ton) INDOT
Auth By: [d30afaul Auth Date: [11/09/07

Window  Help
Remarks Chrl+Al+HR
Attachments
Process Status
Contract Other Tests
Revise Chrl4+Shift+1
¢ LabPReport Chrl4Shift+L i Slalus‘|E0mpIete
R ) Revising: |

Sample Date: |[11/03/07

Link From: |

Log Date: |00/00/00

Chrl4+-Shift+C Acceptance Method: Certification

Chrl4+Shift+0

Disposition Remarks

B [HM & Irtermnediate 19. 034 in](Type B]

INDOT Sampler

I Witnese: |d30belip Clipper, Buzz
P/5 -Mnfchr: |
Type: |CDNC City: |Enter City Here
Prod Hm: | Geog Area: Spaces
Lot/Sublot: |
Represented Qty: | .ooo |Megagram [51] [Metric: Ton) INDOT
Auth By: [d30afaul Auth Date: [11/09/07

“Click” on Services located on the menu bar.

“Click” on Copy Sample located on the drop-down list.
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¥ AASHTO SiteManager

File £ Services  Window  Help

EREE D™ O

¥ Maintain Sample Information
- Basic Sample Data "'M‘"'W" Other Tests
Sample ID: | Status] Complete 3|
Revized By: | Revising: | Sample Date: [11/09/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: |Acceptance Testing ﬂ Acceptance Melhod:| Certification ﬂ
Material: |4D2M32?21 |HMA Intermediate 19.0mm(344 in).[Tvpe B]
INDOT. Sempler 350boln [Clipper, Buzz
P/5 -Mnfchr: |
Type: |EIDNE City: |Enter City Here
Prod Hm: | Geog Area: |Spaces 3|
Lot/Sublot: |
Represented Oty: | .0oo |Megagram [51] [Metric Ton) ﬂ INDDT
Auth By: | Auth Date: [00/00/00

Notice that the Sample ID field is empty.

¥ AASHTO SiteManager

File £ Services  window Help
L = = e

E Maintain Sample Information

- Basic Sample Data T Addl Sample Data Contract i Other

Tests
Sample ID: [RO7E402200022 Status{EER
Revised By: | Revising: | Sample Date: [11/09/07
Link To: | Link From: | Log Date: [00/00/00
Sample Type: |Acceptance Testing ﬂ Acceptance Melhod:| Certification ﬂ
Matenal: |4D2M32?21 |HMA Intermediate 19.0mm(344 in].[Type B]
INDO T Sambler [j30bclp [Clipper. Buzz
P/5-Mnfctr: |
Type: [COMC City: Enter City Here
Prod Nm: | Geog Area: |Spaces 4|
Lot/Sublot: |
Represented Qty: | .000 [Megagram [S1) (Metic Ton) JRa| INDOT
Auth By: | Auth Date: [00/00/00

“Enter” a new Sample ID in the Sample ID field.
“Click” on the Status and change to Spaces.
“Click” the Save H icon.

Treat this record as if creating a new sample record from scratch. Review the information
in every field on each tab. Enter the correct information then save the record.
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F-5 Individual Exercise — Copy Record
In the following exercise, you will copy a sample record R044918412345

Log into SM with User ID: update
Password pass

Navigation from Main Panel:

Double-click on Materials Management (+) icon
Double-click on Sampling and Testing (+) icon
Double-click on Sample Information icon

Click the Open button located on the toolbar
Sample ID Select: R044918412345
Click OK

“Click” on Services located on the menu bar.
“Click” Copy Sample located on the drop-down list

Sample ID Enter R042910234350
Status Select Spaces

“Click” on Save located on the toolbar
“Click” on Close located on the toolbar.

F-5 Page 76 of 76



